LEO BURNETT COMPANY, INC. 


August 10, 1992 


TO: Data Entry/Fulfillment Suppliers 


RE: Revised White Mail Procedures 


Enclosed are revised White Mail Procedures that need to be thoroughly read by 
everyone at your company that works on the Philip Morris account and should 
be followed for all Philip Morris programs. Also enclosed is an outline that 
highlights the changes. 

These procedures should be implemented immediately. Please sign and return 
the attached form which verifies that you have received and reviewed these 
procedures. Once they have been reviewed, these procedures should be 
inserted as Chapter 10 of your Philip Morris Procedures Manuel. 

Please be advised that "Corporate"/Consumer Survey Associates (CSA) 
(usually referred to as Kane Generation) programs will require 
"special handling". We will issue specific white nail procedures 
for these programs. 

As a reminder, all mail (both survey responses and white mail) must be 
processed on an ongoing basis (at least weekly), regardless of the job 
status. 


We continue to find new and improved ways of handling white mail and wish to 
thank you for helping to achieve these greater results. I look forward to 
hearing from you later this week. 


Sincerely, 

LEO BURNETT U.S.A. 

Lynnette Spanola 


cc: B. Tomei - PM/NY 

J. Eibon - PM/NY 

J. Restivo - PM/NY 

K. Linehan - LBCO./14 
PM Direct Client Service 
PM Database Marketing 
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